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At McGraw - Hill/lrwin

McGRAW-HILL HIGHER EDUCATION publishes instructional materials for
the higher education market. To expand the tools of higher learning, we pub-
lish everything you need: texts, lab manuals, study guides, testing materials,

software, and multimedia products.

Technology has created and will continue to create new media for pro-
fessors and students to use in managing resources and communicating with
one another. McGraw-Hill/Irwin provides the most flexible and complete
teaching and learning tools available as well as solutions to the changing
world of teaching and learning. McGraw-Hill/Irwin is dedicated to provid-
ing tools for today’s instructors and students that will enable them to
navigate the world of information technology.

» Seminar series and focus groups—McGraw-Hill/Irwin’s seminar
series and focus groups are offered across the country every year. At the
seminar series we provide the latest technology products and encourage
collaboration among teaching professionals. We conduct focus groups year
round so we can hear from you what we need to publish.

* Information Technology Advisory Panel (ITAP)—This is a focus
group where we gather top IT educators for three days to tell us how to
publish the best IT texts possible. ITAPs are instrumental in driving our
publishing plans.

» McGraw-Hill/Osborne—This trade division company in the family of
the McGraw-Hill Companies is known for its best-selling Internet titles
Harley Habn's Internet & Web Yellow Pages and the Interner Complete Reference.
If what you're looking for isn’t in McGraw-Hill/Irwin’s CIT/MIS catalogs,
visit Osborne at www.osborne.com.

* Digital solutions—Whether you want to teach a class online or just post
your “bricks-and-mortar” class syllabus, McGraw-Hill/Irwin can help.
Taking your course online doesn’t have to be a solitary adventure, nor does
it have to be difficult. We have ways to help you enjoy the benefits of hav-
ing your course material online.

« Packaging options—For more information about our discount options,
contact your McGraw-Hill/Irwin sales representative at 1-800-338-3987
or visit our Web site at www.mhhe.com/it.
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The Advantage Series

The @dvantage Series presents the what, why, and
how of computer application skills to today’s stu-
dents. Each lab manual is built upon an efficient learn-
ing model that provides students and faculey wich
complete coverage of the most powerful software pack-
ages available today.

A 2nre o o e
Approacn

The @dvantage Series uses an efficient learning
model that provides students and faculty with com-
plete coverage and enhances critical thinking skills.
This case-based, problem-solving approach teaches
the what, why, and how of computer application skills.

The @dvantage Series introduces the Feature-
Method-Practice layered approach. The Feature
describes the command and tells the importance of
that command. The Method shows students how to
perform the feature. The Practice allows students to
apply the feature in a keystroke exercise.

~i1i¥ thao QCariac
ut the Series

)

The @dvantage Series: Offers three levels of
instruction. Each level builds upon the previous level.
The following are the three levels of instruction:

Brief: Covers the basics of the application, contains
two to four chapters, and is typically 140-240 pages
long.

Introductory: Includes the Brief lab manuals plus
four additional chapters. The Introductory lab manu-
als are approximately 300—400 pages long and prepare
students for the Microsoft Office User Specialist Core Exam
(MOUS Certification).

Complete: Includes the Introductory lab manuals
plus an additional four chapters at an advanced level.
The Complete lab manuals are approximately 600
pages long and prepare students to take the Microsoft
Office User Specialist Expert Exam (MOUS Certification).

The lab manuals for the four Office applications are
also offered as a set:

Office XP, Volume I: Includes the Brief lab man-
uals for Word, Excel, Access, and PowerPoint, plus
three chapters of Integrating and Extending Microsoft
Office XP.

Office XP, Volume IlI: Includes the additional chap-
ters for the Introductory lab manuals for Word, Excel,
Access, and PowerPoint.

Approved Microsoft Courseware

Use of the Microsoft Office User Specialist Approved
Courseware logo on this product signifies that it has
been independently reviewed and approved as com-
plying with the following standards: acceptable cov-
erage of all content related to the Microsoft Office
Exam entitled Microsoft Word 2002 and sufficient per-
formance-based exercises that relate closely to all
required content, bas® on sampling of text. For fur-
ther information on Microsoft’s MOUS certification
program please visit Microsoft’s Web site at
http://www.mous.net/.
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Improved Features
The new design makes it easier for students to
follow the material and succeed with it.

Twice the number of screenshots from previous edi-
tions enhances the visual appeal and helps students
successfully complete the hands-on steps.

50% more review and exercise material is available
on the Web site.

Updated cases and hands-on exercises provide valu-
able practice.

Better implementation of design elements and
shading increase usability of the Feature, Method,
Practice sections.

New! Prerequisites for each chapter ensure that stu-
dents are prepared.

Each lab manual features the following elements:

o

Learning Objectives: At the beginning of each
chaprer, a list of action-oriented objectives is pre-
sented to detail what is expected of the students.

Prerequisites: Each chapter begins with a list of
prerequisites that identify the skills necessary to
complete the modules in that chapter.

Chapters: Each lab manual is divided into chapters.

Modules: Each chapter contains three to five inde-
pendent modules. Although we recommend you
complete an entire chapter before proceeding, you
may skip or rearrange the order of these modules to
best suit your learning needs.

Case Studies: Each chapter begins with a case
study. The student is introduced to a fictitious per-
son or company and their immediate problem or
opportunity. Throughout the chapter, students
obtain the knowledge and skills necessary to meet
the challenges presented in the case study. At the
end of each chapter, students are asked to solve
problems directly related to the case study.

Feature-Method-Practice: Each chapter high-
lights our unique Feature-Method-Practice layered
approach. The Feature layer describes the command
or technique and persuades students of its impor-
tance and relevance. The Method layer shows them
how to perform the procedure, and the Practice layer
lets them apply the feature in a hands-on, step-by-
step exercise.

- Instructions: The numbered step-by-step pro-

gression for hands-on examples and exercises is
clearly identified. Students will find it easy to fol-
low the logical sequence of keystrokes and mouse
clicks with no need to worry about missing a step.

In Addition Features: Placed strategically
throughout the chapter, these features provide infor-
mation on advanced topics that are beyond the
scope of the current discus$ion.

. Self-Check Questions: At the end of each

module, a brief self-check question appears for stu-
dents to test their comprehension of the material.
Answers to these questions appear at the end of the
learning guide.

- Chapter Summary: Including a Command Sum-

mary and Key Terms, the summary provides an
excellent review of the chapter content and prepares
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students for the short-answer, true/false, and
multiple-choice questions at the end of each
chapter.

Hands-On Exercises: Each chapter includes six
hands-on exercises rated according to difficulty
level. The easy and moderate projects use a running-
case approach, whereby the same person or company
appears at the end of each chapter in a particular
tutorial. The two difficult ot on your own projects pro-
vide greater latitude in applying the software to a
variety of creative problem-solving situations.

Appendix: Preparing to Use Office XP:
Each lab manual contains this appendix for teach-
ing students the fundamentals of using a mouse and
a keyboard. It also illustrates how to interact with
a dialog box, and describes the fundamentals of how
to use the Office XP Help system.
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@ casestudy STUDENT TUTORING SERVICES Alex Federov is helping to pay his university
tuition by tutoring high school and university students. Over the last two years, he developed an excellent repu-
tation for making complex topics simple and easy to remember.

Although he is an excellent tutor, last year he didn’t earn as much as he had expected. Alex thinks his lack-
luster earnings can be attributed to poor advertising and inadequate record keeping. This year, he plans to oper-
ate his tutoring services more like a real business. His first priority is to learn how to use Microsoft Word so that
he can prepare advertising materials, send faxes and memos, and organize his student notes.

In this chapter, you and Alex create simple documents from scratch and from built-in document templates.
You will save, open, and print your work and create file folders for keeping your work organized. You will also
perform basic editing procedures including using the Undo command, correcting mistakes as you type, and select-

ing and changing text.

]] Getting Started with Word

Microsoft Word is a word processing application program that enables you to create; edit,
format, and print many types of documents including résumés and cover letters, reports and
proposals, World Wide Web pages, and more. By the time you complete this learning guide,
you will be skilled in creating all types of documents and in getting them to look the way
you want. In this module, you load Microsoft Word and proceed through a guided rour of its

primary components.

1.1 Loading and Exiting Word

fe at[“’e You load Word from the Windows Start menu, accessed by clicking the Start buccon (=)
on the taskbar. Because Word requires a significant amount of memory, you should always
exit the application when you are finished doing your work. Most Windows applications
allow you to close their windows by clicking the Close button () appearing in the top
right-hand corner.

meth[)d To load Word:

* CLICK: Start button (=)
* CHOOSE: Programs, Microsoft Word

A

To exit Word:

* CLICK: Close button () appearing in the top right-hand corner, or
* CHOOSE: File, Exit from Word's Menu bar

pra[}“ce You will now launch Microsoft Word using the Windows Start menu.

1. Position the mouse pointer over the top of the Start button (E) and then click the left mouse
button once. The Start pop-up menu appears.

Case Studies

Each chapter begins with a
case study. Throughout the
chapter, students obtain the
knowledge and skills neces-
sary to meet the challenges
presented in the case study.
At the end of each chapter,
students are asked to solve
problems directly related to
the case study.

Feature-Method-
Practice

Each chapter highlights our
unique Feature-Method-
Practice layered approach.
The Feature layer describes
the command or technique
and persuades students of
its importance and relevance.
The Method layer shows
them how to perform the
procedure, and the Practice
layer lets them apply the
feature in a hands-on, step-
by-step exercise.

New Design

The new @dvantage Series
design offers a shaded area
to maintain the focus in each
Feature-Method-Practice
section with its numbered
step-by-step instructions.



In Addition Features

Placed strategically
throughout the chapter,
these features provide
information on topics that
are beyond the scope of
the current discussion.

Self-Check Questions

At the end of each module, a
brief self-check question
appears for students to test
their comprehension of the
material. Answers to these
questions appear at the end
of the learning guide.

Instruction

The numbered step-by-step
progression for hands-on
examples and exercises is
clearly identified. Students
will find it easy to follow the
logical sequence of key-
strokes and mouse clicks,
and not worry about missing
a step.

Chapter 4 Printing and Web Publishing WD 153

Since it is our intention to keep the first page header and footer blank, let's close the Header
and Footer toolbar.
CLICK: Close button on the Header and Footer toolbar

Save and then close the “Web Business” document.

o @

In Addition CHANGING PAGE ORIENTATION WITH SECTION BREAKS

To change the page orientation for a portion of a document, you can use section breaks. This pro-
cedure is useful when your document or report includes a table that is wider than the default page
width. To change the orientation of a portion of a document from portrait to landscape, or vice
versa, position the insertion point in the section you want to change and then choose File, Page
Setup. Then, click the Margins tab and select a button in the Orientation area. To complete the pro-
cedure, select “This section” from the Apply to drop-down list and click the OK command button.

4.4 What are sections used for?

SelfCheck

45 Publishing to the Web

For those of you new to the online world, the Internet is a vast collection of computer net-
works that spans the entire planet, made up of many smaller networks connected by standard
telephone lines, fiber optics, and satellites. The term intranet refers to a private and usually
secure local or wide area network that uses Internet technologies to share informacion. To access
the Internet, you need a network or modem connection that links your computer to your
account on the university's network or an independent service provider (ISP)

ds- 1
exercises

1. Laura Howard: Customizing a Resume

Laura is still in che job hunt. In this exercise, you assume the role of Laura and practice chang-
ing margins and inserting and modifying a header.
1. Open the WD0O4HEO!I data file. This document provides a model for a sample résumé.
2. Save the document as “LH Resume” to your personal storage location.
3. To set the left and right margins to 0.5": 'Y
CHOOSE: File, Page Setup
CLICK: Margins tab
CLICK: down arrow beside the Left margin text box unril the value decreases to 0.5”

CLICK: down arrow beside the Right margin text box until the value decreases to 0.5"
CLICK: OK command burtton
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CHAPTER 3 Enhancing a
Document'’s Appearance

Case Study
3.1 Formatting Characters

3.1.1 Bolding, italicizing,
and underlining rext,
XXX

3.1.2 Changing fonts, font
sizes, and color,
XXX

3.1.3 Applying styles, xxx

3.1.4 Copying formatting
atcribures, xxx

3.1.5 Highlighting text for

review, Xxx
3.2 Formatting Paragraphs

3.2.1 Revealing a paragraph's
formatting, xxx-xxx

3.2.2 Changing paragraph
alignment, xxx

3.2.3 Indenting paragraphs,
XXX

3.2.4 Changing line spacing,
XXX

3.3 Creating Lists

3.3.1 Creating bulleted and
numbered lists, xxx-xxx

3.3.2 Creating a numbered
outline, xxx

3.3.3 Serting and modifying
tabs, xxx

3.4 Applying Borders and
Shading

3.4.1 Shading words and
paragraphs, xxx-xxx

3.4.2 Applying borders to
paragraphs, xxx

3.4.3 Creating a page border,
XXX

CHAPTER 4 Printing and Web“<

Publishing
Case Study

4.1 Previewing and Printing
Documents

4.1.1 Previewing a |
documents, xx §

4.1.2 Printing a document, J N
XXX-XXX N

4.2 Customizing Print Options

4.2.1 Adjusting Margins, xx

4.2.2 Changing page
orientation, XxXxX-xXxx

4.2.3 Controlling pagination,
XXX

4.3 Inserting Headers and
Footers

4.3.1 Inserting page numbers,
XX

4.3.2 Creating headers and
footers, xxx-xxx

4.4 Previewing and Printing
Documents

4.4.1 Inserting section
breaks, xx

4.4.2 Varying headers and
footer by section, xxx

4.4.3 Varying page setup
options by section, xxx

4.5 Publishing to the Web

4.5.1 Applying a Web theme,
XX
4.5.2 Saving and opening
Web pages, xxx-xxx
Answers to Self-Check Questions
Glossary
Appendix: Preparing to Use Office
XP

‘q\\v‘ L

Chapter

Each lab manual is divided
into chapters.

Module

Each chapter is composed of
two to five modules.

Lessons

Each module is composed of
one or more lessons.



We understand that in today’s teaching environment,
offering a textbook alone is not sufficient to meet the
needs of the many instructors who use our books. To
teach effectively, instructors must have a full comple-
ment of supplemental resources to assist them in every
facet of teaching from preparing for class, to conduct-
ing a lecture, to assessing students’ comprehension.
The @dvantage Series offers a fully integrated sup-
plements package and Web site, as described below.

Instructor’s Resource Kit

The Instructor’s Resource Kit contains an Instructor’s
Manual, a computerized Test Bank, and PowerPoint
presentation slides:

« Instructor’s Manual: The Instructor’s Manual
contains a chapter overview, lecture outlines, teach-
ing tips, teaching strategies, pre-tests, post-tests,
and additional case problems. Also included are
answers to all end-of chapter material.

- Computerized test bank: The test bank
contains over 1,200 multiple-choice, true/false, fill-
in-the-blank, short-answer, and essay questions.
Each question is accompanied by the correct answer,
the level of learning difficulty, section number ref-
erence, corresponding page references, and mouse
objective reference. Our flexible Diploma software
allows you to easily generate custom exams.

- PowerPoint presentation slides: The pre-
sentation slides include lecture outlines, text
figures, and speaker’s notes. Also included are bul-
lets to illustrate key terms and answers to frequently
asked questions.

Online Lea

Site

D)

rning Center (OLC) Web

o

Found at www.mhhe.com/cit/advantage2002, this
site provides additional learning and instructional
tools to enhance the comprehension of the text. The
OLC Web site is divided into these three areas:

« Information Center: Contains core information
about the text, supplements, and the authors.

« Instructor Center: Offers instructional materi-
als, downloads, additional exercises, and other rele-
vant links for professors.

- Student Center: Consists of 50% more end-of-
chapter questions, hands-on projects, matching
exercises, Internet exercises, learning objectives,
prerequisites, chapter outlines, and more!

Skills Assessment

SimNet eXPert (Simulated Network Assessment
Product)—SimNet provides a way for you to test stu-
dents’ software skills in a simulated environment.
SimNet is available for Microsoft Office 97, Microsoft
Office 2000, and Microsoft Office XP. SimNet pro-
vides flexibility for you in your course by offering:

* Pre-testing options *

* Post-testing options

* Course placement testing

» Diagnostic capabilities to reinforce skills
¢ Proficiency testing to measure skills

* Web or LAN delivery of tests

» Computer-based training tutorials (new for Office XP)



* MOUS preparation exams
» Learning verification reports
» Spanish version

For more information on skills assessment software,
please contact your local sales representative, or visit

us at www.mhhe.com/it.

L% 1 |

- PageOut PageOut is our Course Web Site Devel-
opment Center that offers a syllabus page, URL,
McGraw-Hill Online Learning Center content,
online exercises and quizzes, grade book, discussion
board, and an area for student Web pages.

Available free with any McGraw-Hill/Irwin
product, PageOut requires no prior knowledge of
HTML, no long hours of coding, and a way for
course coordinators and professors to provide a full-
course Web site. PageOut offers a series of
templates—simply fill them with your course infor-
mation and click on one of 16 designs. The process
takes under an hour and leaves you with a profes-
sionally designed Web site. We'll even get you started
with sample Web sites, or enter your syllabus for
you! PageOut is so straightforward and intuitive,
it’s little wonder that over 12,000 college professors
are using it.

For more information, visit the PageOut Web
site at www.pageout.net.

Online Courses Available Online Learning
Centers (OLCs) are your perfect solutions for Inter-
net-based content. Simply put, these centers are
“digital cartridges” that contain a book’s pedagogy
and supplements. As students read the book, they
can go online and take self-grading quizzes or work
through interactive exercises. The centers also
provide students appropriate access to lecture mate-
rials and other key supplements.

Online Learning Centers can be delivered
through any of these platforms:

¢ McGraw-Hill Learning Architecture (TopClass)
» Blackboard.com
» eCollege.com (formerly Real Education)

* WebCT (a product of Universal Learning
Technology)

Xi

McGraw-Hill has partnerships with WebCT and
Blackboard to make it even easier to take your
course online. Now you can have McGraw-Hill con-
tent delivered through the leading Internet-based
learning tool for higher education.

McGraw-Hill has the following service agreements
with WebCT and Blackboard:

» Instructor Advantage: Instructor Advantage is
a special level of service McGraw-Hill offers in
conjunction with WebCT to help you get up and
running with your new course. A team of special-
zsts will be immediately available to ensure every-
thing runs smoothly through the life of your
adoption.

» Instructor Advantage Plus: Qualified McGraw-
Hill adopters will be eligible for an even higher
level of service. A certified WebCT or Blackboard
specialist will provide a full day of on-site train-
ing for you and your staff. You will then have
unlimited e-mail and phone support through the
life of your adoption. Please contact your local
McGraw-Hill representative for more details.

- PowerWeb PowerWeb is an exciting new online

product available from McGraw-Hill. A nominally
priced token grants students access through our Web
site to a wealth of resources—all contributing to com-
puter literacy. Features include an interactive glossary;
current events with quizzing, assessment, and meas-
urement options; a Web survey; links to related text
content; and Web-searching capability via Northern
Lights, an academic search engine. Visit the Power-
Web site at www.dushkin.com/powerweb.
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This series of tutorials is the direct result of the team-
work and heart of many people. We sincerely thank
the reviewers, instructors, and students who have
shared their comments and suggestions with us over
the past few years. We do read them! With their valu-
able feedback, our tutorials have evolved into the
product you see before you.

Many thanks go to Steve Schuetz and Craig
Leonard, whose management helped to get this book
produced in a timely and efficient manner. Special
recognition goes to all of the individuals mentioned
in the credits on the copyright page. And finally, to
the many others who weren't directly involved in this
project but who have stood by us the whole way, we
appreciate your encouragement and support.

Special Thanks to the Advantage
Team

We would like to thank the following technical edi-
tors, who worked so hard to make sure every book is
accurate:

Ric Blamer, John Carroll University

Joan Blumeyer, Palomar College

Tony Bower, St. Philip’s College

George Dollar, Clearwater Christian College

Joanne Fitzpatrick, Merrimack College

Shelley Gaskin, Pasadena City College

Donna Guillot, Quinebaug Valley Community College
Rhonda Henderson, North Carolina A&T State University
Michelle Hulett, Southwest Missouri State University

Thelma King, North Carolina A&T State University

Harry Knight, Franklin University

Mary Alys Lillard, Southern Methodist University
Marilyn Meyer, Fresno City College

Vic Picinich, Heald College

Mike Scroggins, Southwest Missouri State University

Thanks also to our supplement authors, Ed Blevins
of DeVry Institute of Technology—Dallas, and Pete
DePasquale of Virginia Tech.

We also thank Lori Becker and her Graphics team
at GTS Publishing Services for shepherding the book
through production, Verlaine Murphy for her work on
the Microsoft Word 2002 manual and Anita Wagner
for her professional advice and skillful copyediting.

Write to Us

We welcome your response to this turtorial, for we are
trying to make it as useful a learning tool as possible.
Please contact us at

Sarah E. Hutchinson—sclifford@home.com

Glen J. Coulthard—glen@coulthard.com
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APPROVED COURSEWARE

What Does This Logo Mean?

It means this courseware has been approved by the Microsoft” Office User Specialist Program to be
among the finest available for learning Microsoft Office XP, Microsoft Word 2002, Microsoft Excel 2002,
Microsoft PowerPoint 2002 and Microsoft Access 2002. It also means that upon completion of this
courseware, you may be prepared to become a Microsoft Office User Specialist.

What Is a Microsoft Office User Specialist?

A Microsoft Office User Specialist is an individual who has certified his or her skills in one or more of
the Microsoft Office desktop applications of Microsoft Word, Microsoft Excel, Microsoft PowerPoint" or
Microsoft Access. The Microsoft Office User Specialist Program typically offers certification exams at the
“Core” and “Expert” skill levels.* The Microsoft Office User Specialist Program is the only Microsoft-
approved program in the world for certifying proficiency in Microsoft Office desktop applications. This
certification can be a valuable asset in any job search or career advancement.

More Information
To learn more about becoming a Microsoft Office User Specialist, visit www.mous.net
To purchase a Microsoft Office User Specialist certification exam, visit www.DesktopIQ.com

To learn about other Microsoft Office User Specialist approved courseware from McGraw Hill/Irwin,
visit http://www.mhhe.com/catalogs/irwin/cit/mous/index.mhtml.

Who benefits from Microsoft® Office User
Specialist certifications?

Employers Microsoft Office User Specialist (“MOUS”) certification helps satisfy employers’ needs for
qualitative assessments of employees’ skills. Training, coupled with MOUS certification, offers organizations
of every size the ability to enhance productivity and efficiency by enabling their employees to unlock many
advanced and labor-saving features in Microsoft Office applications. MOUS certification can ultimately
improve the bottom line.

Employees MOUS certification demonstrates employees’ productivity and competence in Microsoft
Office applications, the most popular business applications in the world. Achieving MOUS certification
verifies that employees have the confidence and ability to use Microsoft Office applications in meeting
and exceeding their work challenges.

Instructors MOUS certification validates instructors’ knowledge and skill in using Microsoft Office
applications. It serves as a valuable credential, demonstrating their potential to teach students these essen-
tial applications. The MOUS Authorized Instructor program is also available %o those who wish to fur-
ther demonstrate their instructional capabilities.

Students MOUS certification distinguishes students from their peers. It demonstrates their efficiency
in completing assignments and projects, leaving more time for other studies. Improved confidence in
meeting new challenges and obstacles is yet another benefit. Achieving MOUS certification gives stu-
dents the marketable skills necessary to set them apart in the competitive job market.

#The availability of Microsoft Office User Specialist certification exams varies by application, application version, and language.
Visit www.mous.net for exam availability.

Microsoft, the Microsoft Office User Specialist Logo and PowerPoint are either registered trademarks or trademarks of Microsoft
Corporation in the United States and/or other countries.
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CHAPTE®R 1 Creating a
Document

Case Study

1.1 Getting Started with
Word

1.1.1 Loading and Exiting Word, 2
1.1.2 Touring Word, 3
1.1.3 Customizing Menus and

Toolbars, 6
1.2 Creating Your First Document

1.2.1 Inserting and Deleting Text, 10

1.2.2 Inserting the Date and Time, 14

1.2.3 Putting “Word Wrap"” to Work,
15

1.24 Using Smart Tags, 16

1.3 Managing Files

1.3.1 Beginning a New Document, 19

1.3.2 Saving and Closing a Document,
22

1.3.3 Opening and Printing a
Document, 25

1.3.4 Creating a New File Folder, 28

1.4 Customizing Your Work Area
1.4.1 Selecting a View, 31
1.4.2 Zooming the Display, 33

CHAPTER 2 Modifying a

Document
Case Study
2.1 Editing a Document

2.1.1 Positioning the Insertion Point,
49

2.1.2  Using Undo and Redo,
52

2.1.3 Correcting Mistakes as You Go,
53
2.1.4 Selecting and Changing Text, 54
2.2 Finding and Replacing Text

2.2.1 Finding Text, 57
2.2.2 Replacing Text, 59

2.3 Copying and Moving Information

2.3.1 Using the Clipboard, 61
2.3.2 Using Drag and Drop, 64

/

i/t

T

2.4 Proofing a Document

2.4.1 Using the Spelling and Grammar
Checker, 66
2.4.2 Using the Thesaurus, 69

CHAPTER 2 Enhancing a
Document’s Appearance

Case Study
3.1 Formatting Characters

3.1.1 Bolding, Italicizing, and
Underlining Text, 83

3.1.2 Changing Fonts, Font Sizes, and

Colors, 85

3  Applying Styles, 87

4 Copying Formatting Attributes,

90

3.1.5 Highlighting Text for Review,

92

B
Sl

3.2 Formatting Paragraphs

3.2.1 Revealing a Paragraph’s
Formatting, 93

3.2.2 Changing Paragraph Alignment,
95

3.2.3 Indenting Paragraphs, 97

3.24 Changing Line Spacing, 100

3.3 Creating Lists

3.3.1 Creating Bulleted and
Numbered Lists, 102

3.3.2 Creating a Numbered Outline,
105

3.3.3 Setting and Modifying Tabs, 108

3.4 Applying Borders and Shading

3.4.1 Shading Words and Paragraphs,
111

3.4.2 Applying Borders to Paragraphs,
113

3.4.3 Creating a Page Border, 116

°

CHAPTER 4 Printing and Web
Publishing

Case Study
4.1 Previewing and Printing Documents

4.1.1 Previewing a Document, 130
4.1.2 Printing a Document, 132

4.2 Customizing Print Options

4.2.1 Adjusting Margins, 134
4.2.2  Changing Page Orientation, 136
4.2.3 Controlling Pagination, 137
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4.3

4.4

4.5

Inserting Headers and Footers

4.3.1 Inserting Page Numbers, 141
4.3.2 Creating Headers and Footers,
142

Using Sections to Apply Varied
Formatting

4.4.1 Inserting Section Breaks, 145

4.4.2  Varying Headers and Footer by
Section, 148

4.4.3 Varying Page Setup Options by
Section, 151

Publishing to the Web

4.5.1 Applying a Web Theme, 154
4.5.2 Saving and Opening Web Pages,
156

CHAPTER 5 Working with Tables
and Columns

Case Study

5.1

5.2

5.3

5.4

Creating and Revising Tables

5.1.1 Inserting a Table, 179

5.1.2  Navigating a Table and Entering
Data, 181

5.1.3 Adjusting Column Widths and
Row Heights, 183

5.1.4 Inserting and Deleting Columns
and Rows, 185

5.1.5 Merging and Splitting

Cells, 188

Formatting Tables

5.2.1 Aligning and Rotating
Text, 190

5.2.2 Applying Borders and Shading,
193

5.2.3 Applying an AutoFormat to a
Table, 195

Managing a Table

5.3.1 Sorting Tables and Lists, 197
5.3.2 Creating Formulas, 199

Creating Columns

5.4.1 Applying Column Formatting,
203

5.4.2 Revising Columns, 205

5.4.3 Forcing Column Breaks, 206

5.4.4 Balancing Columns, 208

CHAPTER @ Adding Graphics
Case Study

6.1

Adding Draw Objects

6.1.1 Inserting Draw Objects, 223

6.1.2  Formatting Draw Objects, 228

6.1.3 Applying 3-D Effects and
Shadows, 231

6.1.4 Changing the Order of Objects,

233

6.2

6.3

6.4

Adding WordArt, Clip Art, and More
6.2.1 Working with WordArt, 234
D

6.2.2 Inserting Clip Art, 237

6.2.3 Controlling Text Wrapping, 242

6.2.4 Applying Special Character
Effects, 245

Adding Charts

6.3.1 Creating a Basic Chart, 250
6.3.2 Attaching Titles, 252

6.3.3 Applying Chart Types, 254
6.3.4 Formatting Chart Elements, 255

Adding Business Diagrams

6.4.1 Accessing the Diagram Gallery,
258

6.4.2 Inserting Organization Charts,
260

CGHAPTER 7 Preparing Mailings
Case Study

7.1

7.2

Creating Form Letters

7.1.1 Identifying Your Merge
Documents, 278

7.1.2 Creating a New Data Source,
281

7.1.3 Inserting Merge Fields, 286

7.1.4 Merging to Create Form Letters,
289

Creating Mailing Labels

7.2.1 Merging to Create Labels, 291
7.2.2 Sorting and Printing Merged
Labels, 297
7.2.3 Merging with an Outlook Data
_ Source, 299

Printing Envelopes and Labels for a
Single Address

7.3.1 Printing a Single Envelope, 304
7.3.2 Printing Labels for a Single
Address, 308

CHAPTER 8 Working with Other
Users and Programs

Case Study

8.1

8.2

Preparing Documents for Review

Upaating File Properties, 324
Restricting File Access, 326
Protecting for Comments and
Changes, 328

$0100E0
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Reviewing Documents

8.2.1 Inserting and Managing
Comments, 330

8.2.2 Inserting Tracked Changes, 333

8.2.3 Accepting and Rejecting Tracked
Changes, 336

8.2.4 Comparing Two Documents, 338
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8.3 Integrating Word and Excel

8.3.1 Pasting Data from Word to
Excel, 340

8.3.2 Linking Excel Data to a Word
Table, 342

8.3.3 Embedding Excel Data in a
Word Table, 345

8.3.4 Creating a Chart from Excel
Data, 347

CHAPTER 9: Preparing
Multipage Reports
Case Study

9.1 Creating a Table of Contents
9.1.1 Compiling a Table of Contents,

362

9.1.2 Updating a Table of Contents,
366

9.1.3 Formatting a Table of Contents,
367

9.2 Creating an Index

9.2.1 Marking Index Entries, 370

9.2.2 Compiling and Updating an
Index, 373

9.2.3 Formatting an Index, 375

9.3 Enhancing Multi-Page Reports

9.3.1 Using Automated Navigation
Features, 377

9.3.2 Inserting Cross-References, 380

9.3.3 Inserting Footnotes and
Endnotes, 383

CHAPTER 10: Working Smarter
Case Study
10.1 Working with Styles and Templates

10.1.1 Creating and Redefining Styles,
397

10.1.2 Creating Document Templates,
402

10.2 Working with Master Documents and
Versions

10.2.1 Crearing a Master Document,
405

10.2.2 Managing Subdocuments, 408

10.2.3 Editing a Master Document, 410

10.2.4 Saving File Versions, 412

10.3 Exploring Additional Internet Features

10.3.1 Inserting and Modifying
Hyperlinks, 415

10.3.2 Posting Documents to Web
Servers, 419

10.3.3 Sending Documents Using
E-Mail, 422

10.4 Customizing Word

10.4.1 Changing Default File Locations,
425

10.4.2 Protecting Your Work from
Viruses, 427

10.4.3 Atctaching Digital Signatures,
428

CHAPTER 11: Developing
Applications in Word

Case Study
11.1 Creating Macros

11.1.1 Recording a Macro, 446
11.1.2 Playing Back a Macro, 450
11.1.3 Deleting a Macro, 451

11.2 Editing Macros

11.2.1 Launching the Visual Basic
Editor, 452

11.2.2 Modifying a Recorded Macro,
456

11.2.3 Printing Your Macros, 458

11.3 Customizing Menus and Toolbars

11.3.1 Modifying the Menu Bar, 459
11.3.2 Manipulating Toolbars, 463
11.3.3 Customizing a Toolbar, 465
11.3.4 Creating a New Toolbar, 467

CHAPTER 12: Exploring Visual
Basic for Applications

Case Study
12.1 Introducing the VBA Environment

12.1.1 Touring the Visual Basic Editor,
485

12.1.2 Stepping Through a Macro, 491

12.1.3 Using Breakpoints, 493

12.2 Understanding the VBA Language

Macros and Other Procedures
Comments

Objects

Properties and Methods
Variables

Constants

12.2.1 Writing VBA Code, 499

12.3 Interacting with the User

12.3.1 Using the INPUTBOX
Function, 504

12.3.2 Using the MSGBOX Function,
509

12.3.3 Making Decisions with If . . .
Then . . . Else, 512

12.4 Creating a Custom Form

12.4.1 Placing Controls on a Form, 517

12.4.2 Protecting a Form, 520

12.4.3 Changing Form Field Options,
521

Answers to Self-Check Questions
Glossary

Appendix: Preparing to Use
Office XP



